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recently in recrganizing and putting the files of P53/ in
thedir presest condition, mmrm:mmmm
material appesr to be in very good shape. The carTeEpond
fﬂmmmtmmzymmwmmw
erintenance ave in order and are listed below

25X1A8a

- Dispatches snd Cables:

: ) In the recent purge of these files, all materisl

ar 90 1950 was removed and dastroysd. The 1950-59 materiel
mﬁﬁmmmmrmﬂuammmmwm
maintained as separate file series by station. Zach folder has
the ingoming meterisl fasiened en ocus side end the outgoing
material fastened an the other. Previously, Hisft folders were
used, bui vere discontimwed becmuse they hed beeome worn and
dog-ented.

fscomugniation lio. 1: Cosbine the cable and dispateh files.

n: The files sre wed for reference te the sativities
ulm ;Wmsmwmmmmm

feotmmendaiion No. 2: Iastall s cut off system for this file.

Discusaion: A cut off system will permit periodic dmlk dis-
wmmm:wmmwmmm

not have t0 be repested and growih of the fils can be controlled.
This should be done Ly typing & nev set of station folders for
current filing snd for esch year theresfter. The 1558-59 raterial
shomuld be compacted and placed in the lower drsmwer to age. At the
mwmm,Mmmmmmewmaww

e soreening required,

Secomsepiation Ho. 3: Use Xralt folders for the new station
files recommended above,

WWWMWmmtmmmmmm
folders were in contimwus use for several yesrs. wWith the cut
off system, a now file with a new set of folders is sturtel esch
year and the falders do mot become 50 worn. Ineidentally, the
waMWtfm,ﬁmem,mamw

Saniﬂzgdﬁ?ﬁmﬁ?o%e%lm %m%m&m




Sanitized - Approved For Release : CIA-RDP61-00900A000100060005-0

, dstion No, 4 Establish three or four brosd subject
ien whi mmmummwlymwﬁm

WW%. Use these subject categories for prime-y

ﬂu@m&sammmxrm

,im mmxm&mmnmm

mmwﬂwmwﬂm”mﬁﬂmmm
Tormalized and used to the extent that all persons comcernsd
con rendily associste the project with the proper title.

Filing end reference can be fuciltitated by estadlishing sub-
amtmwm&mmmwamumm.
This norows the search fur the proper file. For exsmple, the
sdblect ceategories In this file counld be:

accessory equipment
37 Ceomras - 35 sm e lsrger
L} Comeras - lass than 35 mm.
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